
APPLICATION FOR RECORDS RETENTION SCHEDULE 

I 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

1 
j 
1 

I 
! 

-~ - ~, ._ . 
Application Date Application Number 

G l i z o n  Number Macon, Georgia 31298-4599 Date Received Date Completed : 

mfi3 2 1983 VovT rseS 
2. Person to Contact Working Title Telephone Number 

.. - P. 0. Box 819 73- 23'9 - R  Georgia Fores t ry  Commission 6-20-83 

73-239 
- ~~~~ - ~~ ~- 

~ ~ - .. -~ ~ ~~~ __ 

912 744-3287 
~ ~ _____ ~ - - ~  ~~~~ ~ ~ ~~~~ ~ ~ ~ ~ 

Records Manager _ _ ~  ~~ ~ . ~ ~~ ~~ 

. C. Joe Cowart 
3. Action Requested 

a. 
b. 
c. 

0 Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

Check One: 0 Chgge; ~~0 Supercedei 0-Void V A c m d  Application No. 73-239 ~~ ~~~~~ ~ -. .. ..~.~ - 
5. Records Series Title (followed by title used in office; if different) 

Fores t  Tree Seed1 i.ng Order - a i d  Computer P r i n t o u t  F i  l e  1 9 5 5 J t O  d a t e  
What i s  the function of the Division and the Office in which this record series is created? .. ..~ . 

- .~ .~ .~ . .  , .  , ,  

. .  , , . .  - 3  

1 4. Dater of Series 
Earliest . Latest 

~~ ~~~ __ 
6. Division and vice Function 

7 
I .~ ~ . ,  

Change t o  Item 12: d i s p o s i t i o n  

-~ ~.~ 
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
.. . ~. .~ Attacksamples of the file. 

. ,  , . .  ~. . ,  I .  , 
.. . .  

. .  ~ . . .  , Included are: .~ 

File is arranged: 
.L , . .  - s j ',. ',..,~;:; 

. ._ - . ~~ 
~ ~~~ ____ .~ - ... ~ _ ~ _  ~ 

8. Monthly Reference Rate 

One to six months old 

twenty-five months and older --? 

Letter-size drawers ; Legal-size drawers ;Shelves 

How often are records referred to which are:' , 
: Seven to twelve months old --; Thirteen to twenty-four months old 

. ~~~~~ ~ -_ 

:Other (spkify) -A 
9. Annual Rate of Accumulation of Records 

. - y a w  bVigJ\iZG\ w 
lover) - 

~ -- - . ... . 
A_R-50-?1; ' R e v . 3 ,  - 

- -. __ 
., 



I .~ 
r 

~~ ~~ - 
10.~ Questionnaire (Place an "X" in the proper column) 

a. I s  this the official copy of the series? 
If not. where i s  it? ~ ~ -~ - 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

.I 

~~ 
~ 

(. 

- ____~ - -~ .~ ~~ 

c. I s t h i s a v j t a l r e c o r d ? ~ - ~ - ~ . ~ ~ ~  ~ ~~~ - 
..___ ~ 

d. Does this series have historiwl ~- or long term research value? 
e. When one or two documents in the fi le make it necessary to  keep the entire fi le for a long period, could these 
- ~. documen& bqcheduled zepara&&2. 

~ - 

-~ I k s & t a c h c c m ~ . - ~  ~ . ~ ~- -~ ~ ~ 

~- f d h e  information contaioed~ixthis series evcr Dublished? If yes. attach m v .  
g. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
_- -~ ~- ~. ~. ~~ _. If ves. where? 

A-!slhirswi&T a m a k m r t i o n  ofMt@wlarly rn id lmed?_ ~ 

.~ j .  Does the-recard series rewk in a Wmpllter Drintout? ~- 
11. Retention Requirements The following requires the series to be kept: 

.~ ~- ~~~ ~- - . . ~. - 
KA%d7t period - years. a. State Law -- ~ ~~ Z T F a n .  

c. Federal law years. f. Federal retention instructions years. 
b. Statute of limitation years. e.' Administrative need ErFanentk-years. ~~. ~~ 

. .  , , ~ , ,  ~ . , ~  -,:-' ~- ~ - . [ ; :  .. -.,. . . .~ .  .:,. 
Attach copy or excert of laws or regulations. Explain adhinistrative need. 

These f l l e s  a r e  needed permanently b y ' t h e  Cornmlsslon t o  conduct research on t r e e  
s u r v i v a l ,  growth, d isease res is tance,  and spacing. 

--___ . ~~ ~ ~~ 

,2. Approved Disposition%&ctionr This agency recommends that the file series be  cut off a t  t h e  end of each: 
0 Calendar Yearf 0 Fiscal Year; # Other ~~ 

. .  

0 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

monthb) - ~- year(s); then 
yeark); then 

yeark); then 

. 
&I Other IS ecify) 

- . ~ ~  1958-fune 30, 1983: 
Add t o  e x i s t i n g  d i s p o s i t i o n s  as  per  o r i g i n a l  request:  
c u t  o f f  f i l e s  a t  end o f  each f i s c a l  year; then hold i n  current  f i l e s  area f i v e  (5) 

' Ju1y . I ;  '1983-PrdSent: Hold fn . cu r ren t  f i l e s  area u n t i  1 data has been entered i n t o  
annual corn u t e r  p r i n t o u t s  have been r e t i r e d  t o  Archives; t hen  des t roy .  

f i l e s  a t  end of each f i s c a l  year;  then r e t i r e  t o  S t a t e  Arch ives.  

o r i g i n a l  completed CODY - 
~~ ~ 

~~ ~ 
~~ - .  

~ ~. years;,t&ea~,\r&icg t~,State~_ArchjvLe~s,~- ~_>._ ~~ 

m p r l @ % P r - e s e n t  - r l  Seed l ing  P l a n t i n g  - -.-____~ Reports (computer p r i n t o u t s ) "  -- C u t  o f f  

, 
These instructions apply to all prior and future accumulations of the series. 

A ~~ ~~~ ~ 

Date ___ . .- - 4gency Head/Deri+# (Signafure) -- Date . I Records & n a g e m e r n  icer (Signature) - 

-&tehecords Committee (Signaturn) Date 1 

qecommendations in para- 
iraph 12 are approved. 
I f  disapproved, attach letter 
if explanation.) 

Attorney GenerallDesignee 
3-50-71: Rev. 7 6  F 



3q3-16.J + 
o??ict o? s t c n t r m x  01 mmI 

PIhE 
1 

STATE. 
OF 

. C.  - 
. J  

DIPAlmI l f  O? AICIIIVIS L 1ISTOI1 Appl icat ion f o r  , .  
--.F , - 

6EOR611 RECORDS D I S P O S I T I O N  STANDARD , l ICOnD0 u n r o r v ~ ~ ~ i r v I s l o l  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE1 

1958 to date Forest Tree Seedling Order Files 

. 
'.. 

. -  

_A -- 
. .  ~. 

i 
- 1 .DEC:AIPTI~~ or s e n m  - i o c i u d c . m r .  n o . _ & , ~ o ~ q ~ t t i e .  i r  ."I 

Docwents r e l a t ing  t o  tJhe s a l e  of fores t  t r e e  seedlings t o  the  public and 
off ic ia . l@!Bcies  by t h e  Georgia Foresty Commission. 

hcyu ted  areF-numbered form "Application fo r  nursery Stock" providing 

.. . .  . . -  i 

~- - >, 

.. 4; .# i \. 
I 

.. - 
. ~ n&ae and address of appl icant ,  desired delivery d e t a i l s ,  

area t o  be planted and species of seedling ordered prepared 
: by purchaser and unnumbered form "Forest Tree SeeGing Order" I 

,. 

~ -:.prepared by the  Commission t o  advise pur+aser of shipping 
7 

J 

de ta i l s .  
- 

The fl1.e i s  arranged alphabet ical ly  by purchaser. 

~~~ 

\\ c 



SEE ATTACHED L I S T  FOR EXPLANATIONS 
13. Is t h i s  the  Record Copy of t he  se r i e s?  

14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 11 Dcl 
15. Is the  information contained i n  t h i s  s e r i e s  ever s m e r i z e d  .. or  published? - c  M ; [ I  

1 
16. Does the  s e r i e s  contain c l a s s i f i ed  informati& _req;iring security-ingf r. .  -~ : b  # I  
1'7. Dges the  . series docwnent po l ic ies  and procezbes  of  ageflcy'sLoperation o i  f u n c t i % n ? . e  - .. 

. -  . -M I ,: '".?: -' 16 -4 M 
* .  - ' .  , ~ * .  , ~. -~. 

. .  
. .  1.. 

-r . ,  . 
18-on be performed i f  t he  f i l e s  were l o s t  o r  degtroyed? w 11 
19. Is the  s e r i e s  ( o r  major portion of  it) regular ly  microfilmed? If yes,  why? [ I  w 
20. Does the  record s e r i e s  provide data input t o  an EDP f i l e ?  m e3 
21. Does the  record s e r i e s  contain documentation produced as EDP pr intout?  D3 [ I  

[ I  w 

. .  ~. 

- .~ .. . .  . 
22. 2s t h e  se r i e s  a f fec ted  by Federal o r  grant funds? 

i r r 2 i . .  ., ' t; 
. - ,~::.. . .  

'=: .I I . -9 8 "  -.~..** 
10, 1 5  yea& from now? I f  . .yes, what? * *[ 1.9 w 

?' +I:~~\.-- .? 

. .. 2 i  ' ; ,  . .  . .  
- 

~- 
-5 

ears  : 
L '  

he f i l e s  t o  be kept- 5 
-- & * - -  

. a. [ ]STATE&-b. [ ISTATfiE OF 
.., ~. LAW_ * LIMXTATION .* PERIOD LBW DECISION "~ 

(tit: ~ a w ,  'Statute,  i;r other reason f o r  the retention.,requirement) 

.~ - - ____ - .  
25. AGENCY RECOMMENDATIONS. 

Ranger Copy --'hoTd i n  current  f i les  &Yea 1 year;  then destroy. 

T h i z g e n c y  recommends. t h a t t h e  f i l e ,  s e r i e s  be cu t  of f  at the end. ~. 
-0 n m n h  -rlf!AT.RNnAR YEAR -$@iScAr, W A R  - r  OTHER ~ + , h ~ n  fi 

- i ,_.*' . , .: : * 
I t  . I.. . , .. - . ~ .  . 

. . ~  I ,I . ;J  ... - .., 
is? - 

Dis t r i c t  Office~'-Copy - hold i n  cm-rent files a rea  1 year;  then destroy. ,? t 
a '  

Nursery Copy - transfer &, Local Holding Area' (Macon) , hold 5 years ; 
' .. then 'des tmy.  . .. 

I' - 
L 

Coquter  Pr intouts  - hold i n  current f i l e s  area u n t i l  publication of 
.. Annual Seedling Report; then destroy. '* 

.~ . 
Computer"Cards - hold i n  current P i l e s  a rea  until placed on maenetic - - ,> .~ t ape  ; then destroy . .. 

I '+. . 7 I n Z i c i b X e f l y  rationale for recornendations &ove/or ur i te  
% 
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I- 

.. 

.. 

I/ 


